TABLE OF CONTENTS

P REF A CE .o e v
HOW TO USE ThiS MANUAN ......ooiiiiiiiieiii et e e e e e eee s Vi
What Is An Environmental Management SYSIEM? .........uuiuiiiiiiiiiiiiiiiiieeeeeeeeeeeereeereeereeeaeaaaaaaaaaaaaaaaaeas Vi
Why Have An Environmental Management SYSTEM? ........oovi oo viii
(O3S a (oo [ir= 1o ¢ I o o] 1 PRSP iX
C3 APPHCALION PIOCESS ....ceiiiiiiiitiiiie ettt ettt e e e e e e e e e e e e e e e et e e e e e s bbb e e e e e e e e s areeneeeeeeans X
1.0 Environmental Policy DeVelOPMENT .......oeiiiiiiiiii e 11
1.1 Management COMMITMENT ... ... ... it e e e e e e e e e e e e e eeeeeeaaaaaaaaaaaaaaaaaaaaaaaaaens 1-2
Example 1.1 — Management Commitment to Development of an EMS..............ccccceeiis 1-3
Form 1.1 — EMS Management COMMITMENT..........ccuiiiiiiiiiiiie e 1-4
1.2 Project Team BUIldiNg ...ttt e et e et e e e e e e e e e e e e aaaaaaaaaaaaaaaaeaaas 1-5
Example 1.2 — EMS Project Development TEAIM ..........ccooiiiiiiiiiiieeee e 1-6
Example 1.3 — Organizational Chart ..............oooiiiiiiiiiiiiiie e 1-7
Example 1.4 — Responsibility MatriX ...........cooeiiiiiiiiiiiiiiieeeeee e 1-8
FOrm 1.2 — EMS ProjJECE TEAIM ....ooiiiiiiiiiiiii ettt e 1-9
1.3 Six Elements of a C3 Environmental POICY ...........cccouviiiiiiiiiiceeee e 1-10
1.4 Policy DeVEIOPMENT SIEPS ...cooiiiieiii ettt e e e s e e 1-11
D= 0 1] ] =00 08 TP 1-12
Example 1.6 — Environmental Policy Statement ... 1-13
Form 1.3 — EMS Environmental POICY ... 1-14
15 Environmental Policy Development Completion Checklist .............cccccoee . 1-15
2.0 Environmental Program DeveloOpmMENt ...........eiiiiiiiiiiiiiieiieeeeeee e 2-1
2.1 Environmental Program DeVelOPMENT .........ooiiiiiiiiiiiiiiiiii e 2-2
2.2 (D= 1] 011 (0] o PP PP P PP PPPPPP PRSPPI 2-3
2.3 Environmental, Legal and Other Requirements ... 2-4
Form 2.1 — EMS Environmental, Legal and Other Requirements..............c.ccooeeeiieiiiiieeens 2-5
2.4 Identification of Activities, Products and SEIVICES .......vieiieiiee e 2-14
EXample 2.1 — ProCeSS ANAIYSIS ......uuuuuiuiiiiiiiiiiiiiiiieieeieeeeee ettt ee et e et et et e e e e e e e e aaaaaaaaaaaaaaaaaaaeens 2-16
Example 2.2 — Overview — Activities, Products and ServiCes .........ccccccvvviiiiiiiiiiiiieenneee. 2-17
Form 2.2 — EMS Identification of Activities, Products and ServiCes .......ccooeeevveivveriennenn. 2-18
Example 2.3 — Operational Units — Activities, Products and Services ............cccccceeeeennn. 2-20
Form 2.3 — Process Information — Operations UNItS ...........coovvviviiiiiiiiiiiieeee, 2-21
Form 2.4 — Buildings and Surroundings INformation .............ccccceeeiiiiiiiiinecee e 2-23
2.5 Environmental ASPectS and IMPACES .......uuuueiiiiiiiiiiiiiiiiieeeeeeee e 2-24
Example 2.4 — Aspect and Impact ANAIYSIS ........ooeiiiiiiiiiiiiii e 2-25
Form 2.5 — EMS ASPECES and IMPACES ......uuuuuiiiiiiiiiiiiiiieiiieeeieeeee e eee e et e e e e e e e e e e aaaaaaaaens 2-26
2.6 SIgNIfICANT IMPACTS ...ttt et e e e e e e e e e e e eeeeaaaaaaeens 2-27
Example 2.5 — Aspect and Impact Analysis for Significance ...........ccccooccivvieeeieiiiiiiinnnnnn. 2-28
Example 2.6 — Aspect and Impact Analysis for Significance ...........ccccoocciviieeeeeniiiiininennn. 2-31
Form 2.6 — EMS Aspect and Impact Analysis for Significance ...............cccccccco. 2-34
2.7 Environmental Objectives and TargetS........co it 2-35
Example 2.7 — Objectives and TargetS........u it 2-36
Form 2.7 — EMS Objectives and TargetsS ...........eeeiiiiiiiiiiiiiiiieeeeeeeeeee e 2-39
2.8 Environmental Program ProCEAUIE ..........uuueiiieiiieiiiiiieeeeeeeeeee ettt 2-40
Example 2.8 — EMS Procedure NO. EMS-1 ... 2-41
29 Environmental Program Completion CheckIist ..., 2-44



3.0
3.1
3.2

3.3

3.4

3.5
3.6

3.7
3.8
4.0
4.1
4.2
4.3
4.4
5.0
5.1
5.2
5.3
54
5.5
5.6
6.0
6.1
6.2
6.3
6.4
7.0

7.1
7.2

TABLE OF CONTENTS (continued)

Operations and Activities of Significant Impact ... 3-1
Procedures For Controlling Significant IMPacts ... 3-2
Identify Operations and ACHVITIES .......cooeiiiiiiiiiii e 3-3
Example 3.1 — Operations and Activities Procedure LiSting ..o 3-4
Form 3.1 — EMS Operations and Activities Procedure LiSting ... 3-6
Monitoring of ActivitieS and OPEratiONS ............eueeiiiiiiiiiiiiiiiiiiee e 3-7
Acceptable Parameters and Corrective Action for

Operations and ACHVILIES ........oiiiieeiee et ee e 3-8
Records and Reporting System for Operations and ACtivities ..............ccoee i 3-9
Operations and ACtIVItIES PrOCEAUIE ...t eeeeeeeeeeeeeeas 3-10
Example 3.2 — EMS ProCedUre NO. 4 ........ooeiiiiiiiiiiiiieee et 3-11
Example 3.3 — WOrk INStruction NO. 4.1 .......euiiiiiiiiiiiiiieieeeeee et 3-14
Example 3.4 — Work INStruction NO. 11.1 ... 3-15
EMS Procedure for Operations and ACHVITIES ...........euviieiiiiiiiiiiiieeeee e 3-16
Example 3.5 — EMS Procedure NO. EMS-2 ... 3-17
Operations and Activities Completion CheckIist ..............oooeiiiiii 3-19
Environmental Reporting and Recordkeeping ... 4-1
Identify Reporting and RECOIdKEEPING .....covviiiiiiiiiiiiiiiee e 4-2
Example 4.1 — Records and RecOrdKeeping ..........c.eeeeeeiiiiiiiiiiiiiiiiiiiiieeeeeeeee e 4-3
Form 4.1 — EMS Records and Recordkeeping .........ccuveeviiiiiiiiiiieiieeeeeeeeeeeeee e 4-4
YT oto] o N1V F= T F=To [=T o g [= ] o | PSSR 4-5
EMS Procedure for Reporting and ReCOrdKEEPING ........ccouiiuirmiiiieeiiiiiiiiieee e 4-6
Example 4.2 — EMS Procedure NO. EMS-3 ... 4-7
Reporting and Recordkeeping Completion Checklist ..., 4-9
Environmental Training and TracKing ..., 5-1
TraiNiNg REQUIFEMENTS ......oiiiiiiiiiiii ettt 5-2
Development and Implementation of TrainiNg ........cooeeiiriiiieiii e 5-5
Training and Tracking ResponSibilities ... 5-6
Identify Training and TracCking ...........oooviiiiiiiiii e 5-7
Example 5.1 — Training and Tracking Table ..., 5-8
Form 5.1 — EMS Training and TraCkiNg .........ccooiiimiiiiieeeeiiieeee e 5-10
EMS Procedure for Training and Tracking .........cooioiiiiiiiioiiieeee e 5-11
Example 5.2 — EMS Procedure NO. EMS-4 ... 5-12
Training and Tracking Completion CheckIiSt ..., 5-22
Emergency Preparedness and RESPONSE ....ooviiviiiiiiiiiiiiiiieeeee e, 6-1
o gL o [T aToy VA e €= o =T = To | [ 6-2
Identify Emergency ReSpONSe PracCliCes ......oovvviiiiiiiieiiae e 6-3
Example 6.1 — Emergency ReSpONSe PracCtiCeS ........ccouuviiiiiiiiiiiiiiiiiieeeeeeeeee e 6-5
Form 6.1 — EMS Emergency Preparedness and ReSPONSEe ........ccoeeeeeieeiieiiiiiiiiiiiieeeeeeeene 6-6
EMS Procedure for Emergency Preparedness and RESPONSE..........cccuvvvvvveeeriiiiiiiineeeennnns 6-7
Example 6.2 — EMS Procedure NO. EMS-5 ... 6-8
Emergency Preparedness and Response Completion Checklist ..............cccccc. 6-14
INternal COMMUNICALION .....uuiiiiiiiiii e e e e e e e e e 7-1
Types of Internal CoOMMUNICALION .......ooiiiiiiieiee e 7-2
Identify Internal Communication NEEUS .........ooeiiiiiiii i 7-3
Example 7-1 — Internal CoOMMUNICALION .......oeiiiiiiiiiiiiiiiiii e 7-4
Form 7.1 — EMS Internal CommMUNICALION ........ccoiiiiiiiiieieiiiiiie e 7-8



TABLE OF CONTENTS (continued)

7.3 EMS Procedure for Internal CommuUNICAION .........ccuuveiiiieeiiiiiiiiice e 7-9
Example 7.2 — EMS Procedure NO. EMS-6 .........oovvviiiiiiiiiiiiiiiieeeeee e, 7-10
7.4 Internal Communication Completion CheckIist ...........ccccvvivviiii . 7-14
8.0 External ComMmMUNICALION . ..o e e e ea e 8-1
8.1 Types of External COMMUNICALION .........covvviiiiiiiiiiie e 8-2
8.2 Identify External Communication NEedS ... 8-3
Example 8.1 — External CoOmMmMmMUNICALION .........uuuiiiiiiiiiiiiiiiieieeec e 8-4
Form 8.2 — EMS External ComMmMUNICALION .......c.oiiiiiiiiiiiiie et 8-8
8.3 EMS Procedure for External CommUNICALION ...........uvviiiiiiiiiiiiiiiicee e 8-9
Example 8.2 — EMS Procedure NO. EMS-7 .....oovviiiiiiiiiiieiieieeeeeeee e, 8-10
8.4 External Communication Completion Checklist ..., 8-12
9.0 Environmental Self-Audits and EMS AUAITS ......cooiiiiiiiiiiiiiiiiieeee e 9-1
9.1 Authority, Responsibility and Correcting Noncompliance ................cooo oo veeieeccccccciiinnes 9-2
Example 9.1 — EMS Responsibility MatriX ............ueevieiiiiiiiiiiieiiiiiiieiieeeeeeeeeeeee e 9-3
9.2 EMS Procedure for Investigating and Correcting Noncompliance...................ccceeeeeeieene 9-9
Example 9.2 — EMS Procedure NO. EMS-8 .......ooovviiiiiiiiiiiiii . 9-10
9.3 Environmental SeIf-AUAItING ..........uuumiiiiiiiiiiiiieeeeee e e e e e e e e e e e e e e e e e aaaa e 9-18
9.4 C3 EMS AUITING oieeiieeeeee et e e e e e e e e e e e e e e e et e eeaaaaaaans 9-19
9.5 EMS Procedure for Environmental Self-Auditing and EMS Auditing ........................... 9-30
Example 9.3 — EMS Procedure NO. EMS-9 .......ooviiiiiiiiiiiee . 9-31
9.6 Environmental Self-Auditing and EMS Auditing Completion Checklist ............................. 9-41
9.7 EMS SUMMArY CRECKIIST ........uuiiiiiiiiiiiiiiiiiiii e e e e e e e e e e e e e e e e e aaaaaaaaaaas 9-42
APPENDIX
A Elements of a C3 Environmental Management System
B Pollution Prevention (P2)
C Procedures for C3 Application
D Comparison of C3 to ISO 14001
E Acronyms





